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Draft Administration Career
Pathways

« Working across Health and Social
care organisations

« Clear pathways
« Joint education opportunities

* Accessible via Health and Care
Academy

t g ated



Where might my career in Administration take me? “HE

Administration staff provide a diverse range of services within our health and social mm'ﬁzﬂm
care system, providing essential support behind the scenes and directly with Care System

patients, to ensure that everyone can deliver and maintain the best possible care.
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Where might my career in Administration take me?

Administration staff provide a diverse range of services within our health and social care Hertfordshire and
system, providing essential support behind the scenes and directly with patients, to ensure S S

that everyone can deliver and maintain the best possible care.

Training Opportunities and Resources can be found at;
HWE Health & Care Academy - www.academy.healthierfuture.org.uk
Primary Care Training Hub - www.hwetraininghub.org.uk e

Social Care Academy - www.careprofessional.co.uk Advanced
Advisor/Analyst Business
Specialist Development
Advisor/Analyst Systems Manager Manager
Business Support Business Manager Operations Manager
Team Leader Manager Team Manager Project Operations
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Project Co-ordinator Project Support Senior Executive Practice Manager
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FURTHER OPPORTUNITIES

CAREERS

Level 2
- Customer Service

Pracititioner

APPRENTICESHIPS,
QUALIFICATIONS & CPD



Your Feedback

 Are there other roles you would expect to
be included?

* Does this give you a clearer picture of
opportunities and what would you like to
see?

* What training do you think would be helpful
to support development?

* Any other comments



Andrea Horsler

Quality Assurance and Compliance Lead
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Locality Manager - (Eastern)
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Vacancies & Turnover Rates <Killsforcare
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Wheretofind...

gkillsforcare
Skills for Care has a vast range of

resources, and information.

Home > Recruitment support

skillsforcare

Attracting people

Application and
selection process

International
recruitment

Retaining your
workforce

Recruitment support




gkillsforcare

m Better hiring toolkit

In partnership with a range of sector experts, we’ve created the ‘Better
hiring toolkit’ to provide simple guidance to support you to obtain and
provide effective references and conduct information.

Social care staff and volunteers provide support for some of the most
vulnerable people in society and it’s vital that referencing procedures are
effective and robust to make sure that you're recruiting safely and fairly.

Take a look at our website which contains lots of useful information and
resources to support you in the application and selection process.

Find outmore .’\\‘-




International recruitment support (Glanstorcare

Recruiting internationally is a great way to find skilled and diverse
workers, but employers often tell us they have trouble navigating the
legalities of recruiting internationally

Our international recruitment webpage has a range of resources including:

= Webinar recordings
= Guidance and checklist for gathering and assessing criminal record information
including displaced people
= Links to other useful sources of information including
= Qverseas recruitment bite-size guide
= Code of practice for international recruitment
= Ethical recruiters list

= Government guidance . «‘
= Pastoral care guide for international recruitment ‘ >~

N

www.skillsforcare.org.uk/Internationalrecruitment




Wellbeing and Resilience (Quisforcare

Home > Support for leaders and m... > Managing people > Wellbeing

ékillsforcare

< Back to menu

Wellbeing

Wellbeing sector stories

y | . =5

Building resilience | We"being

Wellbeing resource finder




Jane Trundle

Head of Learning and Development
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Apprenticeships in the NHS NHS

Oliver Inwards, Apprenticeships Relationship Manager (East of
England)

@) healthcareersuk @healthcareers ® advice@healthcareers.nhs.uk
©® @HealthCareersUK @) NHSCareers @ 0345 60 60 655



Careers In health and social care

National Careers Service

Skills assessment Findacourse Contactus Actionplan

Complete an independent survey to give us feedback about our website
Health Careers |

Seasonal work: advice for finding work this summer

Home > Explore Careers > Social care

L Login | Regater

Working in health Take ol careers quit [nplore moles v Career plinmirg Wiz are the NHS ~ Contadt us

Socialcare

€ Back o Daplore roles N i 3 P W

¥| flin Accommodation warden

¥ Wider healthcare team

¥ Rikes in tha vebder el 16 AdminiStratiﬂn Froperty manager, ng nanager
WHS administrative staff provide business suppert to clinical and non-clinical staff FCCOMTOCAKION WAICHS Mahage Hu cay-S0-Sey TUNRnG OF SVIces i
& Al nhtoation | | [ L =CAINN 1 . -
b P ' sheltered housing, youth hostels and student flats.
Thie MWS b ba be well-organied and keep detailed records af patients and s1al, Patients and ofher coginmations need 1o be able 1o cantacd .
e MM, 50 s8e o wppak 1o the rght persan who can gree them the helo they reed. That could be Boaking an appointment, getling adyvios of SOCIaI Care I EXD I Ore Careers

PN G A0 e

(nationalcareers.service.qov.uk)

@) healthcareersuk @healthcareers ® advice@healthcareers.nhs.uk
©® @HealthCareersUK @) NHSCareers @ 0345 60 60 655



Background and context m

* Big Employers have an
Apprenticeship Levy which pays
the course fees

« Smaller employers only pay 10%
of the apprenticeship fees

Or funds can be transferred
between employers.

Many qualifications are now offered
as apprenticeships

@) healthcareersuk © @healthcareers © advice@healthcareers.nhs.uk
O® @HealthCareersUK @ NHSCareers @ 0345 60 60 655



What is an apprenticeship? m

* Hands on experience and *Paid (at least National Minimum Wage
training plus vocational learning for apprenticeships)

* 80% on the job Set period of time (1-6 years)
« 20% off the job *Open to anyone over the age of 16
«Can achieve a qualification

National |
Apprenticeship 2y
Week B 4V
6th-12th February

|- NAW 2023

LY - |
@) healthcareersuk © @healthcareers ® advice@healthcareers.nhs.uk
O® @HealthCareersUK @ NHSCareers @ 0345 60 60 655
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Apprenticeship Myths m

L

“Apprenticeships are for plumbers or hairdressers”
“Apprenticeships are for people who aren’t academic”
Apprenticeships are just for young people
“Apprentices get paid peanuts”

“Graduates earn more than apprentices”
“Apprenticeships don't lead to jobs”

“Apprentices make the tea”



NHS N I ]
Health Education England AP P RE NTICES H I P STAN DARDS IN Ca;:zrclgr: E:: :si|: grli:::;tl :iayr
int d di
BUSINESS & ADMINISTRATION SUPPORT expericnce, career goas. vou
must check that you meet the
entry requirements for the
apprenticeship you select.

Healthcare
Apprenticeships

In Development

Many people begin their NHS
careers in business and
Public Sector Customer Business Customer Policy :::;";::;:::ﬁ“gli’;:ﬁ:;
S : o ' sen_"ﬂ_! Officer others support clinical teams or
SUF_'P'"“ Specialist work in GP practices and others
Assistant progress to work in a range of
corporate functions.

Click on the cirdles to find out more
about each apprenticeship

You may also be interested in
team leader, payroll, data entry,

Bid & Proposal finance, HR, IT, marketing or
business management

@ m_'l apprenticeship combines practical training in a job Co-ordinator apprenticeships.
with study

Apprentices are employed and receive a salary

Full-time apprentices are entitled to a minimum of & hours per

RESOURCES HEE TALENT
i = ] - H e +*
week ‘off the job' training time as part of their job. - AVAILABLE ON FOR CARE
If not already achieved apprentices will undertake HASO

maths and English qualifications

@ A gualification taken during an apprenticeship is equal

to the same qualification taken elsewhere APPLY ON
NHS JOBS

HEALTHCAREERS
INFORMATION ON
JOB ROLES AND MORE

@ Depending on the apprenticeship, upon successful completion,
apprentices may be eligible to apply for professional registration

*The off the job minimum requirement for a part-time apprentice remains unchanged at 20% of their normal werking hours.
The new “off the job" hours policy change only applies to new starts from 1 August 2022.

https:/ /haso.skillsforhealth.org.uk




How do | get onto an apprenticeship? m

* Many apprenticeships
are recruited to from
within the existing |

‘ Looking for an
workforce ; NHS career with

» Talk to your manager = progression
about opportunities ' opportunities?

* Sign up for alerts from
local employer sites




How do | apply?

« Staff Hub (healthierfuture.org.uk) “HE Hertfordshire and HERTFORDSHIRE AND WEST ESSEX

West Essex Integrated

: Care System HEALTH AND CARE ACADEMY
* https://www.jobs.nhs.uk/ ==!

CAREERS IN

WORK EXPERIENCE JOBS AND PRIMARY CARE

* https://www.gov.uk/apply-apprenticeshi

News Advice Cymraeg

ABOUT US HEALTH AND STAFF HUB

AND VOLUNTEERING APPRENTICESHIPS TRAINING HUB
SOCIAL CARE

HOME [ STAFF HUB [ LOG IN

n Search Jobs Browse Jobs Register Login

Staff DevelopmeNt Register with us

Coronavirus (COVID-19) update

You can search and apply for roles in the NHS, including posts relating to COVID-19, on NHS Jobs. For the latest advice on COVID-19 visit The staff hub is a New and iNNOVative area for Benefits of registeriNg:
the coronavirus page on NHS.UK (7. ) ) i ‘
-
g Coronavis related fole biare: our staff where they can find information on « Apply for-d-evelopmeNt
health and well being and access leadership opportunities

+ Apply for CPD
* Apply for Apprenticeships
Hear real stories from others
Add bookings and reminders
i L SR
Track programmes online

REGISTER NOW >

and development trainiNng opportunities.

Keywords or 18,587
o Reerenee ivé obs
LOGIN >

Location or :
Si S
Postcode e.g. Sunderland, BS8 1RL Search

© More search options search  Browsejobs  Browse

Perform a job search, find jobs that match your skills, and apply for NHS jobs online.
Register now so you can receive Jobs by E-mail to view new posts to suit your job
search every day.

Latest news Advice for job seekers Help the NHS fight Covid-19
Notice of Scheduled Downfime: 23 & 30 January, Making successful applications Find out how you can help the NHS fight Covid-
2021 19 via the following campaigns:
Please be aware that NHS Jobs will be Searching for the perfect job

due to essential s Mg theintEney Clinical Contact Caseworker recruitment [
FEr o 1 = IS R W) . P Rapid response bank recruitment [

@) healthcareersuk @healthcareers © advice@healthcareers.nhs.uk
O® @HealthCareersUK @ NHSCareers @ 0345 60 60 655



Useful things to know

* You can apply for more than one
apprenticeship at a time

* The apprenticeship must be significant
new learning for you

« Option to gain maths and English
gualifications

« Contact training department/speak to
line manager and education provider

@) healthcareersuk @healthcareers © advice@healthcareers.nhs.uk
O® @HealthCareersUK @ NHSCareers @ 0345 60 60 655



Want to find out more? m

*Ask questions via comments

*Visit our websites:
www.stepintothenhs.nhs.uk (bite-sized info for school students)
www.healthcareers.nhs.uk (detailed careers info, course finder, health careers quiz, resources etc.)

*Search and apply:
www.jobs.nhs.uk/

www.gov.uk/apply-apprenticeship

* Visit;
www.amazingapprenticeships.com/
www.haso.skillsforhealth.org.uk/

® advice@healthcareers.nhs.uk @) healthcareersuk @healthcareers
@ 0345 60 60 655 © @HealthCareersUK NHSCareers
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Una Monaghan

Clinical Lead for Health Inequalities lead HCT
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NHS

Hertfordshire Community
NHS Trust

Reasonable adjustments

* Why do they matter?

Una Monaghan Clinical Lead for
Health Inequalities lead HCT
8th June 2023

Outstanding services
ealthier communities



Health inequalities.

Health inequalities are unfair and
avoidable differences in health
across the population, and between
different groups within society

Health inequalities arise because of
the conditions in which we are
born, grow, live, work and age

These conditions influence our
opportunities for good health by
affecting our individual behaviours
and actions; this in turn impacts on
our physical health and wellbeing.

NHS

Hertfordshire Community
Ist
Socioeconomic groups
and Deprivation

e.g. unemployed, low
income, deprived areas

Protected characteristics
in the Equality Duty

Inclusion health and
vulnerable groups
e.g. age, sex, religion,
sexual orientation,
disability, pregnancy and
maternity

e.g. homeless people,
Gypsy, Roma and
Travellers, sex workers,
vulnerable migrants,
people who leave prison

Geography

e.g. urban, rural

Outstanding services
I ealthier communities



It’'s complicated! NHS|

Hertfordshire Community

People experience different combinations of these factors,

which has implications for the health inequalities that they
are likely to experience.

This means that people grouped according to one factor,
such as disabled people or people from a particular ethnic
background ethnic background, will not all experience the
same level of health inequalities. There will be a lot of
variation and differing degrees of risk.

Ultimately this makes health mequalltles guite complex and
difficult to understand. | |

Outstanding services
ealthier communities



“Underserved” individuals and communities

HCT is committed to support individuals from vulnerable
groups and those with protected characteristics such as gender
or race. The Trust recognises that these groups have often been
designated as “hard to reach” but are determined to engage
and listen, recognising that individuals are often “underserved”
rather than hard to reach. The Trustis committedto long term
engagement and a co-production approach to tackle health
inequity for all our under served populations.

Inequity refers to a lack of justice or fairness.

Health Inequities are avoidable and are the underlying cause of
all health inequalities.

EQUALITY

H

NHS

Hertfordshire Community
NHS Trust

EQUITY

Outstanding services
ealthier communities



NHS

Hertfordshire Community
NHS Trust

How do we measure health
Inequalities?

N

« Differences in life expectancy: Gap in life expectancy between most and least deprived areas in
Hertfordshire is estimated to be 6.9 years (males) and 5.7 years (females)

« Differences in healthy life expectancy: People in the most deprived areas spend nearly 1/3 of their lives in
poor health, compared to 1/6 in the least deprived areas

- Difference in healthy weight Rates of obesity and severe obesity in children living in the most income
deprived areas entering Reception and Year 6 are rising, while the rates are decreasing in the least income
deprived areas in England

« Differences in avoidable deaths: women in deprived areas are 3.5 times more likely to die from avoidable
causes.

- Differences in experience of long term health conditions: People in lower socio-economic groups or
people form ethnic minority groups are more likely to have long term health conditions with those identifying as
white Gypsy and Irish Traveller reporting the poorest health

* Inequalities in mental ill health: Data suggests demand for mental health services in higher from more
deprived communities. Children from households in the bottom fifth of income distribution are over four times
more likely to experience severe mental health problems that those in the highest fifth H i o

ealthier communities




NHS

Hertfordshire Community
NHS Trust

A place to start

Outstanding services
ealthier communities



NHS

: . : . Hertfordshire Community
Our Quality Priority: the importance of reasonable adjustments NHS Trust

At HCT we have made ensuring we all use reasonable adjustments
In our day to day interactions with our patients and service users a
qguality priority.

Initially we are focusing on the learning disability and autistic
community.

Using the reasonable adjustment flag is an easy way to share ideas
about reasonable adjustments. -

https://youtu.be/gUHH0ZZcUTo

Outstanding services
ealthier communities



Reasonable adjustments: why they matter NHS|

Hertfordshire Community
NHS Trust

/~Areasonable adjustment is a step that ™\ e N
we put in place to support an Having a flag in place means we can
individual to access health care. Taking identify who needs support and ensure
the time to ensure we use reasonable the right support is delivered every
adjustments is considered to be the :> time we have contact with a patient or
best way we can reduce health service user.

)

D
< >~
The work we are doing in HCT has been
n recognised by NHSE as best practice and we
are considered early adopters of a national
scheme. We think this is such an important

issue that we have made it a HCT quality
priority.

(¥

inequalities.

Consequently within HCT we will be focusing
initially on ensuring we use reasonable
adjustments for the learning disability and
autistic communities.

Outstanding services
ealthier communities



NHS

Hertfordshire Community
NHS Trust

Reasonable adjustments mean...

The small step that makes a difference for that person...
 Listening

* Asking

* Noticing
 Feeling safe

« Theenvironment

Takingtime
............. making a difference!

Outstanding services
ealthier communities



Reasonable Adjustment Examples

Physical
disability




NHS
Hertfordshire Community

MNHS Trust

Thanks for listening.

Outstanding services
ealthier communities




NHS

Hertfordshire Community
NHS Trust

Vision
Outstanding

services,
healthier

communities.

Outstanding services
ealthier communities



Bhavisha Dave Lydia Frost

Consultant Clinical Psychologist, Clinical Assistant Psychologist
Lead
4 )
here for y&p
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Here For You Staff Support Service

Lydia Frost
(Assistant Psychologist)

Bhavisha Dave
(Consultant Clinical Psychologist, Clinical Lead)

eee
We know life is stressful right now. We are eee
Here for you services provided by :
Essex Partnership University NHS Foundation Trust e re 0 r o u
Hertfordshire nership University NHS Foundation Trust



CARE NHS

Supporting care services

Here For You — supporting your staff and
your teams in Hertfordshire & Essex

Staff support service
for all health, social
care and voluntary/
not-for-profit health

and care related staff

Offer rapid clinical
assessments,
signposting, therapy,
reflective sessions,
training, webinars.

J J

eee
We know life is stressful right now. We are e
Here for you services provided by:
Essex Partnership University NHS Foundation Trust O 3 44 2 5 7 3 9 6 O e r e 0 r 0 u
Hertfordshire Partnership University NHS Foundation Trust



How to contact us?

Website- self refer

https://www.hereforyou.info/self-referral

0344 257 3960

@ Call us:
A\

Here for you services provided by:
Essex Partnership University NHS Foundation Trust
Hertfordshire Partnership University NHS Foundation Trust

Website
https://www.hereforyou.info/contact

®

}@{ Email us:

~ hereforyou@nhs.net

We know life is stressful right now. We are

here for you



Main Themes: Individuals

4 N
Burnout, compassion fatigue, moral injury, change

fatigue, rumination
. y,

~ A
Low mood, depression, anxiety linked to organisational

changes, grief, cost of living worries
\ y,

PTSD spectrum: from sub-threshold PTSD symptoms
and signs to complex PTSD

We know life is stressful right now. We are

°
Here for you services provided by:

Essex Partnership University NHS Foundation Trust e re o r o u
Hertfordshire Partnership University NHS Foundation Trust



Main Themes: Teams

( )
Loss of team identity, fragmentation (managers vs staff

or between colleagues), disconnect, grief, trauma
. J

" Varying levels of productivity; lack of resources; lack of |
guidance; lack of clear communication, lack of control
_ or consistency y

Bullying (from Avoidance to stigmatising use of OH),
Return to Work challenges

eee
We know life is stressful right now. We are eee
Here for you services provided by:
Essex Partnership University NHS Foundation Trust e re 0 r 0 u
Hertfordshire Partnership University NHS Foundation Trust



NHS
Here For You — Staff Support Service

Staff Users Experiences - Create and
share your videos with Clipchamp

here for yoCu]D



Stress Curve

Fatigue Exhaustion

Anxiety
Panic
Anger

Performance

Laid back

Breakdown

Inactive

To little stress Optimum Too much stress Burn-out Stress level

(underload) stress (overload) We know life is stressful right now. We are

Here for you services provided by:
Essex Partnership University NHS Foundation Trust e re 0 r 0 u
Hertfordshire Partnership University NHS Foundation Trust



NHS

Understanding conce ST

Paul Gilbert’s evolutionary model proposes that human beings switch between three systems to manage their emotions.
O u r re S p O n S e S Each system is associated with different brain regions and different brain chemistry,

Distress is caused by imbalance between the systems, often associated with under-development of the soothing system.

Drive System Soothing System

Purpose: To motivate us towards resources Purpose: To manage distress & promote bonding

L Nucius accumbens A Dopamine refrontal cortex A )
Feelings:
Wanting, pursuing, achieving
progressing, focused

Feelings:
Contented, safe, protected,
cared-for, trust

Threat System

Purpose: Threat detection & protection

=1 safe than sorry

Feelings:
Anxiety, anger, disqust

PSYCHOLOGYTO®LS Atagnad trom: Gilbert, P. (o) [2005], Compuassiae: Conceptuabsatvns, Acsasch ased tie in Aiychotheray. Houtledge. CESURS.. @ mps,

We know life is stressful right now. We are ; e
Here for you services provided by:

Essex Partnership University NHS Foundation Trust h e re fo r 0 u
Hertfordshire Partnership University NHS Foundation Trust



NHS

A 1 Wave 4" Wave
Immediate mortality * Psychic trauma
and morbidity of __ * Mental iiness

@% COVID-19 . Smm injury
ﬁ» .r.—ra_J
;= | i 2t Wave
52 . Impactof resource
° QE, ’ 3 restriction on urgent
2 ° } "~ non-COVID conditions 3rd Wave
£F & Impact of
© S interrupted care on
:?:’ o (= chronic conditions
! Wave Tail
/ Post-ICU recovery
| I | I | I >
Time coo

Here for you services provided by:
Essex Partnership University NHS Foundation Trust e re o r o u
Hertfordshire Partnership University NHS Foundation Trust



How to contact us?

Website- self refer

https://www.hereforyou.info/self-referral

0344 257 3960

\\.'\\\ Call us:
N\

Here for you services provided by:
Essex Partnership University NHS Foundation Trust
Hertfordshire Partnership University NHS Foundation Trust

Website
https://www.hereforyou.info/contact

}@{ Email us:

~ hereforyou@nhs.net

We know life is stressful right now. We are

here for you



Davyd Strah an- Hughes

Leadership and Commercial Education Man
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the capacity of a person to maintain

their core purpose and integrity in
the face of dramatically changed

circumstances.

resilience

[ 1r1-7il-ee-uhnsl




"Resilience is not about avoiding
adversity, but about facing it head-on,

%ﬁ kl learning from it, and using that

experience to become even stronger."

Unknown

TEAM BUILDING TOOL



Resilience is the
ability to adapt
bounce back

and thrive
in the face of Ly O
challenges 9

21

setbacks 5'0 ®© )
and pressure. "'I ! gﬁ

7 17 25 31

TEAM BUILDING TOOL



Benefits of resilience in
career development:

TEAM BUILDING TOOL

Increased confidence and self-
belief.

Better ability to navigate change.

Enhanced problem-solving and
decision-making skills.

Improved stress management.

hcraocj



Challenges and Pressures in Career Development

* Deadlines and workload.
* Uncertainty and change.
* Job insecurity.

* Work-life balance.

S\

TEAM BUILDING TOOL




Strategies for Building Resilience

* 1. Cultivating a growth mindset.
e 2. Building a support network.

e 3. Setting realistic goals and
maintaining focus.

* 4. Practicing self-care and stress * S

management techniques. B

TEAM BUILDING TOOL



TEAM BUILDING TOOL
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TEAM BUILDING TOOL
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Career Conversations

Jane Trundle

Head of Learning and Development

t g ated



Career
Conversations

Jane Trundle

Head of Learning and
Development

“ “ E Hertfordshire and
West Essex Integrated
) .

his Photo by Unknown Author is licensed under

CC BY



What Matters to Me

Your Values and
Drivers

Your Behaviours and

Performance
Your Personality
Preferences
Your Strengths and
Challenges

Your Health and
Wellbeing

“ “ E Hertfordshire and
West Essex Integrated



Your Career History

L
@ Highly Rewarding

Beginning

career

Unrewarding

E Hertfordshire and
West Essex Integrated
! Care System




... inspired us t»
ewar * stretch higher Sketchnote by @anujmagazine

.. led by examyle tolcl us our

work wgtlered hovglkee;uatle
mis
w tE Itg ated

based on a tweet by
@ValaAfshar




Your Career History

—
_ . Lead
Highly Rewarding Administrartor\

apprentice

Lead
Administrator Administrator

Beginning
of my
career

Today

——

PA to Head of
Unrewarding XXX

“ “ E Hertfordshire and
West Essex Integrated




What does this tell you? Are there any themes?

/ What do the high points in my career have in common?\ ﬂl\lhat do the low points in my career have in common? \

o / o /

(w

hat does this mean my current job and next job?

“ “ E Hertfordshire and
West Essex Integrated




Your Current Role

/ What do you like about your current role? \ /What don’t you like about your current role? \

- / - /

4 )

What would improve your satisfaction in your current role?

- J

“ “ E Hertfordshire and
West Essex Integrated




Bringing It together

Something | have learnt
about myself today

Something | have
decided about my
working life

Something | am going to
do after today



Thank you for attending

Herts and West Essex ICS-
Administration and Clerical Role

Celebration Event

Your feedback is important to us, please can we
ask for a moment of your time to scan the QR code and fill out our short form.



